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ABSTRACT ' s 

One of 12 in the secretarial/clerical area, this 
booklet for the vocational instructor, contains a job description for 
the office services aid, a task list of areas of competency/ an 
occupational tasks competency record (suggested as replacement; for 
the traditional report card), a list of industry repfes^ntatiyes and 
educators involved in developing the project, ai^d statements of 
competencies and a separate competency record for the area of human 
relatrions and personal development. Job duties listed for the office 
services aide include handling mail and supplies, messenger^ and 
delivery services, operating equipment, and miscellaneous errand:^ as 
assigned. Areas of competency in' human relations and perspl^ai 
development are included (communication, self-developmeni^, personal 
appearance, office attitude, social and business etiquette, and 
job-.seeking skills). Statements of competencies may be graded at 
either the secondary or postsecondary level, and the competency 
records are intended to follow the student through vo<^ational 
trainiDg at both leyels. Tasks in the task list are cross referenced 
with those in the booklets for other secretarial/clerical jobs. 



♦ Documents acquired by ERIC include many informal unpublished^. 

♦ materials not available from other sources. ERIC makes every effort ♦ 

♦ to obtain the best copy Available. Nevertheless, items of maUgiiial; *, 
f reproducibility are often encountered and this affects the qualixy 

♦ of the microfiche and hardcopy reproductions ERIC makes available J[K 

♦ via the ERIC Document Reproduction , Service (EDRS). EDRS is ^o^ , * 

♦ responsible for the quality of the original document. Reproductions * 

♦ supplied by EDRS are the best that can/ be made 'from the origihial. 



Is 



Ed 1)355 



/ 



Office imk<^% Aid 

■I 

TASKLI$T 
COMPETENCY RECORD 



US tfEPARTMENTOFHeALTH, 
EDUCATION 4 WEUfAR€ 
t^AtlONAL INSTITUTE OF 
EDUCATION 

THIS DOCUMENT HAS BEE. REPRO 

EDUCATION POSITION OR POLICY 



ERIC 




STATEWIDE CURRICULUM ARTICUUTION PROJECT 
FOR VOCATIONAL EDUCATION 

•3554 WHITE BEAg AVENUE 
WHITE BEAR LAKE, MINNESOTA ' 



2 



TABLE OF CONTENTS 



I. 

II.. 
III. 
IV, 
V. 
VI. 

VII. 



JOB DESCRIPTION 

TASK LIST f 

COMPETENCY RECORD 

REPRESENTATIVES ' 

DEVELOPERS 

HUMAN REUTIONS jnd 
PERSONAL DEVELOPfel 

COMPETENCY RECORD 



Page 1 

Page 2 

Page 7 

Page 11 

Page 12 

Page 1^ 

Page 21 



CROSS REFERENCE SYSTEM 



Task Lists in the secretarial/clerical area include: office s^hices aid/jypist, general 
office/typist, reteptionist, seoretary/non-shbrCnd, secretary /shorthand, 'educational office ^ 
personnel, medical /secretaiy,' iegal sftcretaiy, administrative assistant, correspondence, specialist, 
correspondence supervisor, and data entry ^Operator, All Task Lists' contain an add-on lls^ of 
huiflan relations/personal development, qualities desiraWe for graduates seeking secretarial/clerical 
positions, 

Ihe task ^sts for office services aid,, typist, general of ice/typist, rfeceptionist, -eecretaiy/non- 
shorthand, and secretaiy /shorthand are referred to as %mm}\ Secretarial/clerical li^'tB and all 
additional lists ar^ referred to as "SPECIALIZED" lists/ • ' ■ " 

The * and the numbering sysfem is the key to cross-referencing for the "specialized lists . ^e ' 
specialized lists are compared to the lists' for' typist', general ofhce/typist, receptionist, sec- 
retary/non-shorthand, and secretaiy/sh'orthand. When there is something on the specialized list 
that is not on the general lists a * appears. The position .of the » indicates the level of : 
change made in th.e AREA OF COMPETENCY, Iheltatemenf of Competency, or ;the Task. For examjle, If 
the »■ appears hefore the AREA OF COMPETENCY the entire AREA OF COMPETENCY is new. If the » 
appears before a Statement of Competency or Task'then only .that Statement or Tas): is new. If the 
• appears before a word then only that word is new or different. It may be necessary to refer to 
more than oile general task Ust when comparing statements of competency. 



Bie Task List for Data Entry Operator is not referenced to the general lists because the tasks 
art udque in that area and need specialized training. Tbe Task Lists for Correspondence Specialist 
and Corresp(|ndence Supervisor are' not referenced' to the general lists because tasks in these areas 
aye applied to a word processing/correspondence center and the procedure for completing the "tasks 
is different from the tasks in the general lists.' llie Task List for Corre^dence Supervisor ', 
is cross-referenced as 'an add-on to the Gorlrespondence Specialist Task List, 
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INDUST1t| RECOMMENDATIONS 

OFFICE SERVICES A!D , ' ' , (, 

Induatry represmtatlves have made several suggeatlons to atudenta who will seek eiDploynent 
upon completion of this occupational prograjn. These suggestions are general in nature and 
, dewrlbe the kind of individual whoi they wish to hire. A competent worker is one. who 
'satiifactorially performs the tasks listed in this document and ,one who is mature and respon- 
sible. It Is important that an employee have a positive attitude toward vork and that he/shi 
continues to learn on the job. 



JOB DESCRIPTION 



Office Services Aide (Special Skills Person) • " 

Jhe office servfces aide performs a wide varietyof duties which may include 
handling mail, messenger/courier duties, supplies-, equipment responsibilities 
ind miscellaneous errands as assigned by a supervisor, 

rhe office services aide. must have the) ability to follow directions, interact 
krlth other employees, follow company policies 'and procedures, maintain good 
ifork habits, .and exhibit dependability. . < 

JVaduates of this occupational program may find employment in any size or 
type of office. 
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TASK UST 



The following Taak List gives you, the vocational Inatructor. recoimend<tlon> about 
what your students should be able to do when they tike a job kt an OFFICE SERVICES AID . 
It was developed by a working coBBlttee of secrttarlal/clerlcal Instructors .and 
industry representatives throughout the state of Minnesota. 

The Task List on the following pages Includes the Tasks and the AREAS OF COHPpiCY 
• recomiended for a graduate of the general secretarial/clerical occupational program. 

c 

As you utllhe thl'8 task list, you will nee(l to continue working with yojir local 
advisory, conalttee and with other Instructors InWour geographic area. Judgments' 
aust be Dade, by you, concerning the aifiount of tlM to spend In teaching various 
tasks, the conditions surrounding the. performance of e|ich task and the performance 
level for each task that will be acceptable. 
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*Offl(i Sirvkii Aid 

TASKUST 



A«A (* fOMPETENai SUPPIIES 

A. Ktodlei luppllei ind la niponilble for plicing thei In the proper irei 

1. unpicki iuppUei 
. 2. liellveri tiippUei 

3* places luppllei on ilnventory ahelveii ' ■ \ 



AREAOFCOMPETENai MAIl ' , 

A. ' Handles inconlng mail for distribution ' / 

1. receives or picks kip i&ail at conpany designation 

sorts mail by department and/or individual 
3. delivers lairto office or persons as scheduled 

B. Prepares outgoing mail for mailing 

y 

1. weighs mall and stamps using * / , 

(a) 'postage meter 

(b) manually . ■< m ' ■ ''' 

2. sorts and bui)dles b^f tovi| and in town nail 

3. mails outgoing lettSJi packages, etc., as instmcted 
> 1*. delivers boxep, packages and mail both between offices and vithin tiA same office 

5. delivers and picks up copies to be reproduced • 

6, prepares materials for mass mailing 



* This task list is not referenced to the General Lists 




^ AREA OF GOMPETENCY: MESSENGER/COURIER DUTIES . / • , 

A,/ Delivers to or receives materials as Requested by supenisdr 

• 1. lakes deliveries by driving a car or track (lust hfive a"vallf iyivCT8i1|^^ ' 

2, makes deliveries by bicycle , ' , - , * , ) ; 

3. uakes deliveries on foot ■ ^ ' ■', 
4i uses a city oap to find location of delivill 

5. uses resotirces (e.g. city directory) to determine address of delivery or collection points 

6. delivers on a scheduleSbasls I 
7i operates heavy package delivery equipment (such as dollies) ' 



AREA OF COMPETENa; AUDIO-VISUAL SERVICES 

A. Handles audio-visual equipment for the company « 

1, deiilvers, equipment to person or office requesting it for^ufl\„ 

2. sets up equipi^nt after delivering it 
' 3. operates equipment 

V 4, returns equipment to storage 



AR^A OFiCQMPETENa-. REPROGRAPHIC SERVICES 
A. Creates needed copies 

' . " " 

1. operates duplicating equipment 

(a) offset 

(b) photocopier 



2, collates materials 
(it) manually y 
(b) by machine / 

binds materials 4 

(a) itanually 

(b) by machine M 

4. folds pages 

(a) manually -, 

(b) . by machine 



^ 5. prepares r0ut:lne duplication of micrographics as a8i|^gned by the supervisor 
mk OF COMPETH^rCY: J5UPERVISED WORK EXPERIENCE/ OFFia' SIMULATION, 

/ STUDENT Organizations (OPTIONAL) 

■/ ■ ■ . . • • . • ■ 

I. A.- Participates In- supervised vork experience training (co-op, internship) /' , 
I. Participates In a simulated office program . 

I. e. Participates in co-currlciilar Student organizations. 

/ ' / ^ , 
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COMPETENCY RECORD 

: / . > 



'1 " 



If 



The COMPETENCY RECORD tl^ appears in this section is 
suggested as a &eBiacem4iJt '-for the ti^aditional report 
card. It can be^^ used i/o/give employer B, tej^chersr 
counselors, students Lxii paifents . information about 
what each student ' ca^ etnd . cannot do. 

The CoApbtency reg/^D should follow the. student through. * " 
his or her vbcatiwial training in the secondary aiid/or , 
the post ~secondary< school. The recommended grading scale 
is shown on the TOMPETENCY RECOkD. The COMPETENCY RECORD 
on the following pages includes ALL the ARBAS OF QOHPETENCY 
recommended forja graduate of the Office is^rvicers Aid 
Occupiational Program.. ^ . ' 




tOMPEfENey RECORD 



XUPATIONAL PROGRAM: / OFFICE SERVICES AID 



Jiam oj fittirfcuL 



lis competency record tells what the e^fudent, who is named above, has demonstrated that he or she can 
I. A graduate is one who has demonstrated competent performance of tfie tasks designated for this " 
xupational program. This competency, record is to b& used as an ^jpan^ion of- and/or supplement to the 
aditionaL report/ card. Student performance can be ratfd at the secondary and/or post secondary level* 



ITING SCALE ; 

- fefrforms .ta6k(s) with ability- that Consistently 
exceed (s) program minimum standards set for ^ob 
entry leve^L; very compet€!nt. 

Performs psk(s) at job entry level; competent. 

- Performs /taskCs) vith periodic assistance. 

- Performs/ ta8k(8) with constant assistance. 



1 - Is unable t)a perform -taskCs). 

■ ■ ■ ' ' J ' - 

T> Demonstrated ability to perform ta8k(s) at or. 
abo^^e- job erttry" Ic^el/By taking a challetige 
test.. J ^ ''J V \ 



:H00L(S) ATTENDED; 



. PWPM Actual prpSjctloti word* per minute (PW?M) 
obtained by Student. ' ,> 



DATES ATTENDED IMi^UCTOR'S NAME(S) 
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liREA OF COMPETENCY: • SIJPPLIES 
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L Handles supplies and U r^s^lble for placing them In the 
proper area ^ * ' ^ 
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AREA OF COMPETENCY; MAIL ' ' : ^ 
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Ai Handles incoming mail for distribution 
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. 




. . ■ ^' 
S. Preoares outBolnc mall for- maillnc 1 ' • ' 
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Conents: . ^ 
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AREA OF COMPETENCY! MESSENGER/COURIER DUTIES 
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Delivers to or receives materials as leouested by supenlsor ' 
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AM OriCOMPETENCY: AUDIO-nSUAL SERVICES ",. , , 
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A« Handles audio-visual, equlipent for the cbipany . J 
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iUA OF (METENCTi SEFROGRAPHIC SBRVICES' ' ^ 
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tm OF COHPEIENCI: SUPERVISED VORK. EXPERIENCE, OFFDCE ' ' 
'SDDILAnON^ STUDENT ORGANIZATIONS (OPTIONAL) 










> 


1 


I.A. Pirtlclpiyi ^ wpervlsed, work experience training 
(co-op, iateiillhlp), 

lype of buAoess,' institution, or agency:' 

■ • ^ . ■ ' ■ S . * 
•• Length Of .tlae: ^ 

>» ■' , 
1,1^ ' . , — I — • ' 


1 • 

1 

t 


■ 






V 


• * 

■ 


U, Particlpitea in a Blmilated office program 
length of prograas | • 

(.1 






\ : 




1 

t - 




I.C.fparticlp^ii in co-curr^cular Student organizations 
Naae of organization; ' ' 


> 


\ 
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(!oiBent85 ' . ' 

^ ^ 

1 • 1 / • 



c» rats of coBpetendes can be graded at either the secondary ot post^secondary level. 
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INDUSTRY RmESENTATIVES 



' ik.FOUiOWlNG INDUSTRY REPBESENTATIVES WERE, INVOLVED 
V IN Tite DEVEbpMENT OF THE TASK LIST FOR THIS OCCUPATIONAL PROGRAM 



Mi;8. Arlene O'Malley 
3M Con^aoy 
22-$(c 

3M Center -'"^ 
St, Paul, m 55101 



Ms,, Mary Ruprecht 
lliO West My'rtle Street 
\Muth, MH 55811 . 



^Ms. Barbara Mark 
Olsten' 8 Temporary Service_^ 
ITS Metro Square Building " 
St. Paul, MN 55101 > 



Ms', Marilyn Grieg I 
. 191*5 Oflkdale 
Apartment IIT 
'West St.- Paul, MN 55118 



Ms, Cheri Hopkins 
3601-l6th Avenue South 
Minneapolis, MN 55'>0I 



Ms. .Vicki St, Ores 

Americ^in Hoist and Derick ^ 

Oorporation Division 
j63 South Robert 
St, Paul, MN 5510T , 



, Mb. Nell Ingles 
' Uioivac Plant 8 
3333 PilQt KMOB 
Eagan^l. 55121 



Ms. Kathleen Aubert 
Ms, J|uikr&u8 ^ 
St, Paul Companies 
j 385 Washington 

St, .Paul, ^MN. 55102 



Ms. Mai7 Challenger ' 
First National Bank of 
. Minneapolis 
120 South' 6th Street 
Minneapolis, 'MN 55^02 



Mr, H. B. Eichinger ^ 

S.B, Foot - Kefining Bench Street. 

Red Wing, MN 55066 




Ms, Ann Thomas 

Morthvestern Bell Telephone 

ItOe St, Peter ^ 
• iSuitelOO 
JSt.'Paul,MN 55102: 



Ms, Phylis Ward ■ ' 
Office Manager 
Willmar AVTI 

BOX109T '. 
Willmar, MN 56201 
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pEvaortis 



CuniculuB Articulation Project 



Dr. Uuri J. Burgeri Dlnctor^ 
Ml. Dioa B. AllMi Curriculw 
• 8piclallit\ 

.Stttwldi. Oirricttlui Articulat'ion 

frojacy ^ • , ' . • 
3SS4 Nhlti Biar Avraue ^ 
Nhlti Biir Laki, MN ,55110 

Ni. Comle XOhlSi Cuz]|:lculun 

SpiclaUit ^ 
Statividi Curriculw Articulation 

Projict , 
tordAXT.I. 
HO Oninoa StrMt 
traimrd, m 56401 

MQililOoKi 
Rad Wing A.V.T.I. 
lldNingiMI 55066 
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Loll Johnaon 
Dakota County A.V.T.I. 
P.O. Drawr K 
Iloa«poiiiilt,,MK 55068 



Kay Staplaton 
X — ^jlth Avmpa and 4th Straat 
. /Danfiald Bi9h School 



JQ^ Nelson 
Techplgh . 

12th Avenue and 7th StTNk So.* 
St. Cloud, HD. 56301 

Villa , caqpbell 
St. Cloud A.V.T.r. 
1601 Ninth Avenue 

\, Cloud, HN 56301 

\- 

Doris Duray 
Red Wing Sr. High 
525 East Avenue 
Red Wing, HN J50e6 



s 

V 



-continued- 



Duluth, MN 55007 . 



Sue Carlson 
Runastone poo^ativi Ctntar . 
511 Hivtbomt Straat . ■ ■ 4*St> 
.a^xandiU^NN 563ll8 



SaeTbolpson 
Siiliy High School 

2920 Eaft 80th StrNt |; . ' 

' Invar Grovi Heights, NN 5S07S I 

Frank jQrdon. < . 

Richfiefd Sr. High ' 
8100 ^iat South 
,,Jlichfield, NN 
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-DEVELOPERS continued- 



Cheiyl Boche 

So. Washington Co. Schools 
Park High 

8040 80th Street South 
Cottage Grove, NN 55016 



Sylvia Lee 

Hennepin Technical Center 
North Casipus 
9000 North 77th Avenue 
Brooklyn Center, HN -55445 



Dorothy Hansen 
Hennepin Technical Center 
' 9200 Flying Cloud Drive 
South Canpus ^ 
Eden Prairie, NN 55343 



Eva Sova ' , 
St Cloud A.VlT.I. 
St. Clld, m 563Q1 



Richard Olson 
Granite ft$B A. V.T.I. 
Granite fills y HN 5 



HUMAN RELATION^ AND PBISONAL DEVaOPMENT 



Secretarial/clerical personnel work, with people • For this 
reason additional competencies in the area of Human Relations 
and Personal Development are needed by the student who wishes 
to become employed. People work together when they have an 
understanding of themselves and their co-workers and when they 
willingly make appropriate adjustments in their owrt behav- 
ior, * 

The STAxifMENTS OF COMPETENCY shown in the following section of 
this task list represent the minimal Human Relationship and 
PersoTial Development skills needed by graduates of secretarial/ 
clerical programs. It -should. be recognized, that students will 
continue to learn abd^; themselve aflftt others through daily ex- 
periences they have in their careers « 
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^ * HUl^N liaATIONS AND P0I5ONAI DEVELOPMENT 



, Am OF CQMPETPia! COHMDNI CATIONS 

■ ', A. uUmBtr^tes acceptance of, people In « fttjudly buslneaa-Uke manner 

1. Interacts verbally with people in coim^j^icatins a message ■ 

a. enunciates clearly 

b. uses correct gramar and apptopjjgte cHotCe of words ■ / y \ V 

c. shovs/deoonstrates tact ' / ' ' 

d. responds courteously 

je, uses a pleasant speaking tone, ^^^^ voluae 

2. asks, reienbers and uses persons' n^^^ conninlciting with people 

3. Interacts non-veirbally with people j.05|jaoicatliig a vessage 

a. recognizes the^ieaning of feci^^ expre^^^^i' 

b. recogniies the meaning of body i^^guag^ 

c. recognizes the meaning of eye ^^^^^i^i 

d. recognizes the meaning of hldd^jj ^ggjges 

B. Listeni to and responds to' the messages t^^^jved co-workers, supervisors and visitors 

1. takes notes when receiving instruct^^ 

2. periodically looks at the person who gpe^l'^nj to obtain visual cues y 

3. asks for clarification when the aesa^gg is understood ' Y 

4. concentrates on one thing at s t^*e ^jirec'^ons are given 

C. Gives directions and responds to other p^^ ig 

/ 1. makes of an understanding of hii^^ l^ba^w I , j 
I 2.' displays WablUty to be assertive ^j,,(,at being offensive 

^ 3. deals effectively with angry or dt^jjy^ co-vorkers/custoiers 
4. recognizes the uniqueness of wd dlf (greflC*' individual!! 

' ■, •■ ■ • 

AMA OF COMPmHCY? SELF-DEVELOPHEHT 

A. DeMnitritei a disposition for continue^ ^ffodil growth and understttding^l lelf 



; '! ■ / 
■i\ ■ : 
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1. thlnki positively about hlMself/birsilf and hls/lsr future 

2. does Aot shov off to bolster his/her self oconfidsnce 
' ' 3. waits for *hatje/she' wants _ , \ 

4r Bakes up hisyb^ 

5. Adilts hls/hsr shortcoiin^s % 

6. recognises snd builds on his/her strengths without bfcoiing vain 
- 7. seeks out new ways to deyelop his/her talents 

8; has a reallstlce self-lnage based .upon the way that others see hii/her - 

* 9. has a positive attitude about self and others . 

B. Displays personal development for social living 

. 1« handles personal finances 

' 2. chooses life style and housing options , 

' a. displays an ability to live and work with others hansoniously 

3. chooses safe and reliable transportation 

4. Identifies personal blasest prejudices, and stereotypes 

'•■ ' ■ • ' ■ . > ■ ' . y 

C. Shows e&otlonal, maturity t 

t. tolerates frustrations , 

2. ,thinks for himself /herself 

3. Is call and exerts extra effort to keep on an even level 

4. tackl^^leasant tasks without self-pity ' , 

5. take6X6Sp4DBibllity for his/her own actions 

i, understsads his/her role in group dynamics ^ . ^ 

^' / 7. '« takes orders without becoming obstinate * 'I, 

8. is motivated by a long-range plan, not by whims or desires of each passtng^week 

9. do^s not nurse grudges or t,ry to get even 

D. Maintains prof essfofnal maturity 

» *■ ■'" ■ ■ ■ ' ' 

1. has clearly defined career |oal8 ' , 

■■ . ■ ^ / ' - ■ ■ ' 

i, Mm his/her Job professionally, rather than as only a means of obtaining a pay check 

,br sees Job 8(itlBf^ctlon as part of good mental health 
' c. sets realistic goals based on his/her abilities , 

.-, ' ■ ■ « ■ . ■ ■■ 

mjtfJCOMPETBICY; PERSOHAL APPEARANCE " 

A. Maintains good physical fitness behavior patterns 

1. gets sufficient sleep 

2* shows {pod nutrition . r • ^ 

1/PD08A 



•4. hii lonual dinial and ibedlcal chicNps . . « « 

5, has good pasture ; 0 * 

Bt .Shova good visual poise' 

' " ■ ' ■ • ■ . , l'Jl 

i deDonstrates an appropriate nethod of standing, 'talking, sitting, bendlnK Id llftinK 

C. Selects and vitrB proper office attire, . ^ 

1. is groomed atttictively and tastefully / 
wears clean, wrinkle free ganients ' ' / 
bi wears flattering colors and ganoent styles for Jjli/her figure 

c. chooses accessories that are appropriate for 

(1) fads . 

(2) fashions 1 

d. coordinates colors of giiftents and accessories worn together 

e. plans a wardrobe' for a llilted budget i 

f. wears shoes that are quiet, polished, f^'tened awl, in good repalt 

g. Bhops for clothing that is well constructed so thit it -will last 

D. Has |ood personal hygiene habits ' ' '^^v J 

1. bathes his/her body regularly ■ ' y 

I uses antiperspirant ^ f<; 

' 3. has clean hair, skin, teeth,» nails, and breathjf i v^J 

4. wears clean clothes that have been laundered properly 

5. reioves/haij: properly and regularly fron selected ar^^^^the body 

6. applies cosM^ics In a sldllful way to enhance'ttatmrw^^ 

7. subtly applies body fragrances y 



Am OP CflMPETKHCY} OFFICE AniTDM 



k, Relates to aale and fenale co-wrkers of all ages, sWlls, bacp«roundB, »and positions 



1. • contributes to a tean effort ... , q 

a. requests and/or gives assistance to other people f , 

b. I handles constructive/non-constructive criticisi'ipyrofits fron It 

c. •declines' invitations gracefully ^ " | , - ' 

d. responds cheerfully and gives praise «(ie|"jpproi|Ute— 
^ e* is supportive and encouraging to co^^rs , 



2. iiiuMi Individual job riiponilblllty 

3. dull iffwtlvely iflth frlctlpn ind tinilon within thi office 

«. co-vorkeri vho don't ibium full ihiri of worUoid ' \ 
BoodiMii of cowkiri/iupirvlwri 

c. favorltln aaong itiff 

d. perionil problni vfalch Intarfan with vork 
a.' offanalva language or behavior of co^rkeri, lupervlior or cuitbiiti 

f . Inproper hygiene of co-workera .which la offanalve to othera • 

g. angry cuitoiera 

h. chronic conplalnera 

1. ahort-teipered co-workera, auparvlaor or lelf 
\Pupport8 company and etployer by exhibiting profeaaionaliai 

1. ahowa loyalty to conpany 

2. foUowa the conpany'a pollclea 

3. ,paintalna confidentiality of coapany/lnatltutional Infomation 

4. antifiipetea needa of auparvlaor 

5. dattnat^ates coat control • 

a. conaene suppllea 

b. uae tine effldei^ly 
: c. develop and laprove piraonal work aethoda and procedurea 

6. dlaplaya good houaekaeplng hablta 

a. cleana and nalntalna work area 

b. cleana and organiaea enployer'a work area aa Inatructed 

c. nakea coffee and keepa coffee area neat and clean 

7. ahowa profeaaional comitient to hla/her eiployer 

a. ahowa flexibility and wiUingneaa to try new approadhaa 

b. • la veraatlle and willing to adopt hla/her behavior to'i^ew aituationa 

c. ^Ulngly worka overtlne to neet acheduled deadllnea 

d. aaaerta hla/her feeling, needa, and coipetence in cominicatlng with hla/her 
about aalary, benefita,, and company policy 

Show that TieMt 1« dcptndable in tlie otflw iltiutloo ( , 



1. hii work hiblti thit loiur|vork biioi IceoipUihid on tin lad cornctljf 

2, irrlvii It work on tlu^inliilntilfii ichidulid wrkly houri 
\ 3. plini ind ichidulii vork iiilgnMnti ind prlorltlii 

\4. tikii riiidnibli coffii briiki ind lunch'briiki 

). hii I good ittindinci ricord with i^Qk luvi lod pirionil diyi tikin vhm niciiiiry 

6, piyi ittMtlon ,to ditiil lo thit high qulllty work ii iiintilnid coQilitintly 

7. foilovi through to conplitlon vork th^t hit bun itirtid 

D. Show inltlitlvi in giining profiiilonil idvincmnti 

1. leiki job/iilf inhinceaint expiriencei 

!• upditM hia/her akiUa ind knovlidga through fonil iducitlon, In-houii training, and 

Infonal coanunlcatlon 
b. participates In rirofeislonal organiMtlonn 

1, aalacts or rejects Job proDotloni based on opportunity, personal goals, and clrcuutancaa 

a. ttUDlnes altematlvea and engages In career plinnlng 

(1) longj term ' ^ 

(2) short tern ' . * ' 

m OF COHPETENCY! SOCIAL -AND BUSINESS ETIQUlffTE 

A. displays proper aodal etiquette |. 

1. etiquette for soclar functions (e>g< Introductions, table lanners, coMon courtesy) 

B. Displays proper business Etiquette 

' 1. oonveifiikVltheo-workersand guests In a socially acceptable laaner, vlthln the tin 
' constraint of the off Ipe situation 

a. office bualneas (non-confldsntlal) 

b. personal business ' 
c* social events 

d. topics of general Interest ' m ' , 

2. usu the Infonal connlcatlona netvorl^ (grapevine) vlthln the office In i peiltlve W! 

3. refrains froi c^tlbutiog to office gossip 
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4. adfdr«sstt9 tupcrlor properly (•'■•Mr.i Dr* » Ma*, etc*) 

*• fonMl 
; non**f ormal 

ARKA OF COHPBTgNCY: JOl 8BEKIH0 JKILLS 

A. IdAntlflM job opportunitlds for which h«A«h« is qualified ^ 

1. ^ checks school bulletin boerd 
2* reeds nevepeper ede 

3. contecte eaqployoient egenciee 

*• - etete 
privete 

4. ueee pereonel contacts 

B. Preparee for job interview 

1. vritee mtH types a reauae' 

2. compores and types a letter of application 

3. contacts a prosi^ective employer 
arrives on time 

5. conveys an optimistic outlook and vlllingnees to learn 

C. Participates in a job interview 

1. dreeses and grooms himself /herself appropriately ^ 

2. obtains job information from perspective employer 

job requirements 
b. benefits 
c * environment 
^* salary 

opportunity for advancement 

company's purpose and function 

0 D. Follows -up on the job interview 

1. sends an acknowledgment letter 

2. makes a phone cal.1 




HOMAN REUTIONS AND PERSONAL DEVELOPMENT ^ ■ 
OCCUPATIONAL PROGRAM: OPFICE SERVICES AID . Jl(M Oi %hiL 



This competency record -tells what the student, who Is named above, has demonstrated" that he or she can 
do. A graduate is one who has demonstrated competent perfonnance of all the tasks designated for this 
occupational program. This competency record is to be used as an- expansion' of and/or 'supplement to the 
traditional report card. Student performance can he rated at the secondary and/or post secondary level. 



RATING SCALE ; 

" < .. ■ 

5 - Performs task(s) with ability that consistently , 1 - Is unable to perform task(s). •. _ 
exceed (s) program minimum standards set l^r Job , " 

entry level; very competent. I ^ - Demonstrated ability" to perform tasl(s) at or 

I .abov#. job entry level by taking a challenge , 

4 - Performs task(s) at job entry level; competent. ■ test. • 

3 - Performs task(8) with periodic assistance. ' PWM - Actual production words per minute ,(PWPM) 



obtained by student. 



2 - Performs ta8k(s) with constant assistance. 





MINIMLiM 
PROGRAM 
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com 

vn 


RY 
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_ POST 
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AREA OF COMPETENCY: COMMUNICATIONS 
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A. Demonstrates acceptance of people in a friendly-buslness-like 
manner 
















B. ■ Listens to and responds to the messageKreceived from co- 
workers, supervisors and visitors \ 
















C. Gives directions and responds to other people 














t ■ 


.Conents: . ... 


1 


• - 


• 

AREA OF COMPETENCY: SELF-DEVELOPMENT 






i 






/ 
\ 


1' * 


A. Demonstrates a disposition for continued personal growth and ' 
. understanding of self 
















B. Displays personai developent for social Uving 


1 




} 










C, Shows actional maturity 












j: 




D.. Maintains professional maturity '1^ 
















Coooents: . A 

' ■ ' . • • / 
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AREA OF COMPETENCY: PERSONAL APPEARANCE 
















> 

A. Maintains good physical fitness behavior patterns 














• 


B. -Shows good visual poise 
















C, Selects and wears proper office attire 
















p. ■"fi "ood personal hygiene habits 

















ERIC • . ^. ~ ■ ~— 

-P— ; . , gj^/pj) OSA 22 . 



MINIMUM, 

mm 



SECONDARY 



POST SECONDAEY 



" . # ... .■ 

Connnents: 

'J 

' " ' ■' 

' , ( \-. * 




» 

* 1 

I 1 


fl ■ 

AREA OF COMPETENCY: OFFICE '^TTnif; 
















/ 

.Ay Relates to male and female co-wotkers of all ages, skills, 
> ^ backgrounds, and positions 


1 














B. 'Supports company and employer by exhibiting professlonallsi 


J 














* 

C. Shows that he/she is dependable In the office situation 


1 














D. Shows initiative in g^ning professional advancements 


1 














' , ' ' ' ' • 
Coments: ' ' ■ '■ 


AREA OF "COMPETENCY: , SOCIAL AND BUSINESS ETIQUETTE '.i I 






#■ 










A. Displays proper social etiquette : 




[ 












■ •» •• '■ 'I: ' " . 
B, Displays proper business etiquette 




. . ■ . . ; ■ 


\ • 










CoaiDents: ■ , - ■ 


<jiREA OF COMPETENCY: JOB SEEkAg SKILLS 
















A. Identifies job opportunities for which he/she is qualified 
















B, Prepares for Job inteniew 
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C. FartlclDates in a lob iotervlev 

















i 


am 

STANDARD 


SEC 
RATING 


ONDAR^ 
YR. 


i 

INSTR, 


POST 
RATING 


SECOX 
YR., 


DAXY 
IRSTS, 


1 — . J ■ 

D. FoUowsJip on the lob interview 

















teents: 



St&teients of coipetencles can be giraded at either the secondary or post-secondary level. 
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Developers: HuDBn Belatlons and Personal Derelopoent 



Ms. Linda Anderson 
Hutchinson A.V.T.I. 
Hutchinson, MN ,55330 



Mr. Milo Loken 

Heniiepinieclinical Center North 
9000 Borth TTth Avenue 
Brooklyn Center, MN ^5^k^ 




Ms. Linda Jeffries 
Moorhead A.V.T.I. , 
810 .Fourth Avenue South 
Moorhead, MN 565^0 

Ms, Maiy Ruprecht 
Vord Processing Manaj;enient 
Coiuiultant ^ 
lliO West J^le Street 
Duluth, MN 55881 



Ms. Ann Ellinson 
Mead A.V.T.I. 
810 Fourth Avenue South 
'Moorhead, MN 56560 



Ms. WiUaCaiphell' 
St. Cloud AJ.tl. 
St. Cloud, .MN 56301 



Hiss Shirley Buckholz 
Kinnetonka High School 
1830 Highway f 
Minnetonka, MN 553^*3 

Ms. Marleft Paulcovitz 

916 A.y.T.i. 

3300' Centuiy Avenue 
Vhite Bear Lake, MN . 55UO 



Ms. Cheryl Boche 

South Washington Co. Schools 

Park High 

Cottage Grove, MN 550T5 



Mr. Frank Starke 
Alexandria A.V,I.L 
Alexandria, MN 5$06 



Ms. Katheiyn Sinonson 
'ferainerd A,V.T,I.. 
300 Quince Street . - 
Brainerd, MN , 561*01 

Mr. Dennis lyngen 
Alexandria AtV.T.I, ' | 
Alexandria, MN' 56306 • 



Mr. Dayie Teske 
Hutchinson A.V.T.I. 
Hutchinson, MN 55350 
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